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LIMITED WARRANTY AND DISCLAIMERS 
A. Limited Warranty on Media. Claris 
warrants the disks on which the Software is 
recorded to be free from defects in materials 
and faulty workmanship under normal use 
for a period of ninety (90) days from the 
date of delivery as evidenced by a copy of 
the sales receipt. Claris will, at its option, 
replace or refund the purchase price of the 
diskette at no charge to you, provided you 
return the faulty diskette with the sales 
receipt to Claris or an authorized Claris 
Dealer. Claris shall have no responsibility 
to replace or refund the purchase price of a 
diskette damaged by accident, abuse, or mis- 
application. ANY IMPLIED WARRAN- 
TIES ON THE DISKS, INCLUDING 
IMPLIED WARRANTIES OF MER- 
CHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE, ARE LIMITED 
IN DURATION TO 90 DAYS FROM 
THE DATE OF DELIVERY. 


B. Disclaimer of Warranty on Software. 
THE SOFTWARE IS PROVIDED “AS 
IS” WITHOUT WARRANTY OF ANY 
KIND, AND CLARIS EXPRESSLY DIS- 
CLAIMS ALL IMPLIED WARRANTIES, 
INCLUDING BUT NOT LIMITED TO 
THE IMPLIED WARRANTIES OF MER- 
CHANTABILITY AND FITNESS FOR 
A PARTICULAR PURPOSE. CLARIS 
DOES NOT WARRANT, GUARANTEE, 
OR MAKE ANY REPRESENTATIONS 
REGARDING THE USE OR THE 
RESULTS OF THE USE OF THE SOFT- 
WARE OR ANY ACCOMPANYING 
WRITTEN MATERIALS IN TERMS OF 
THEIR CORRECTNESS, ACCURACY, 
RELIABILITY, CURRENTNESS, OR 
OTHERWISE. THE ENTIRE RISK AS 
TO THE RESULTS AND PERFOR- 
MANCE OF THE SOFTWARE AND 
WRITTEN MATERIALS IS ASSUMED 
BY YOU. CLARIS DOES NOT WAR- 
RANT THAT THE SOFTWARE WILL 
WORK CORRECTLY IN YOUR MULTI- 
USER OR NETWORK ENVIRONMENT. 
IF THE SOFTWARE IS DEFECTIVE, 
YOU, AND NOT CLARIS OR ITS 
DEALERS, DISTRIBUTORS, AGENTS, 
OR EMPLOYEES, ASSUME THE ENTIRE 
COST OF ALL NECESSARY SERVIC- 
ING, REPAIR, OR CORRECTION. 
SOME STATES DO NOT ALLOW THE 
EXCLUSION OF IMPLIED WARRAN- 
TIES, SO THE ABOVE EXCLUSION 
MAY NOT APPLY TO YOU. 


C. Complete Statement of Warranty. THE 
LIMITED WARRANTIES PROVIDED IN 
PARAGRAPHS A AND B ABOVE ARE 
THE ONLY WARRANTIES OF ANY 
KIND THAT ARE MADE BY CLARIS 
ON THIS CLARIS PRODUCT. NO 
ORAL OR WRITTEN INFORMATION 
OR ADVICE GIVEN BY CLARIS, ITS 
DEALERS, DISTRIBUTORS, AGENTS, 
OR EMPLOYEES SHALL CREATE A 
WARRANTY OR IN ANY WAY 
INCREASE THE SCOPE OF THIS WAR- 
RANTY, AND YOU MAY NOT RELY 
ON ANY SUCH INFORMATION OR 
ADVICE. THIS WARRANTY GIVES 
YOU SPECIFIC LEGAL RIGHTS. YOU 
MAY HAVE OTHER RIGHTS, WHICH 
VARY FROM STATE TO STATE. 


D. Limitation of Liability. IN NO EVENT 
WILL CLARIS, OR ITS DEVELOPERS, 
DIRECTORS, OFFICERS, EMPLOYEES, 
OR AFFILIATES BE LIABLE TO YOU 
FOR ANY CONSEQUENTIAL, INCI- 
DENTAL, OR INDIRECT DAMAGES 
(INCLUDING DAMAGES FOR LOSS 
OF BUSINESS PROFITS, BUSINESS 
INTERRUPTION, LOSS OF BUSINESS 
INFORMATION, AND THE LIKE) 
ARISING OUT OF THE USE OF OR 
INABILITY TO USE THE SOFTWARE 
OR ACCOMPANYING WRITTEN 
MATERIALS, EVEN IF CLARIS OR AN 
AUTHORIZED CLARIS REPRESENTA- 
TIVE HAS BEEN ADVISED OF THE 
POSSIBILITY OF SUCH DAMAGES. 


BECAUSE SOME STATES DO NOT 
ALLOW THE EXCLUSION OR LIMIT- 
ATION OF LIABILITY FOR CONSE- 
QUENTIAL OR INCIDENTAL DAM- 
AGES, THE ABOVE LIMITATIONS 
MAY NOT APPLY TO YOU. Claris’ 
liability to you for actual damages for any 
cause whatsoever, and regardless of the 
form of the action, will be limited to the 
greater of $500 or the money paid for the 
Software that caused the damages. 


U.S. Government Restricted Provisions 

If this Software is acquired by or on behalf 
of a unit or agency of the United States 
Government this provision applies. This 
Software: 

(a) Was developed at private expense, and 
no part of it was developed with govern- 
ment funds, 


(b) Is a trade secret of Claris for all purposes 
of the Freedom of Information Act, 

(c) Is “commercial computer software” 
subject to limited utilization as provided in 
the contract between the vendor and the 
governmental entity, and 

(d) In all respects is proprietary data 
belonging solely to Claris. 

For units of the Department of Defense 
(DOD), this Software is sold only with 
“Restricted Rights” as that term is defined 
in the DOD Supplement to the Federal 
Acquisition Regulations, 52.227-7013 (c) 
(1) (ii) and: 

Use, duplication or disclosure is subject to 
restrictions as set forth in subdivision (c) (1) 
(ii) of the Rights in Technical Data and 
Computer Software clause at 52.227-7013. 
Manufacturer: Claris Corporation, 5201 
Patrick Henry Drive, Box 58168, Santa 
Clara, CA 95052-8168. 


If this Software was acquired under a GSA 
Schedule, the U.S. Government has agreed 
to refrain from changing or removing any 
insignia or lettering from the Software or 
the accompanying written materials that 
are provided or from producing copies of 
manuals or disks (except one copy for 
backup purposes) and: 

(e) Title to and ownership of this Software 
and documentation and any reproductions 
thereof shall remain with Claris, 

(f) Use of this Software and documentation 
shall be limited to the facility for which it is 
acquired, and: 

(g) If use of the Software is discontinued to 
the installation specified in the purchase/ 
delivery order and the U.S. Government 
desires to use it at another location, it may 
do so by giving prior written notice to 
Claris, specifying the type of computer and 
new location site. U.S. Governmental 
personnel using this Software, other than 
under a DOD contract or GSA Schedule, 
are hereby on notice that use of this Soft- 
ware is subject to restrictions which are the 
same as or similar to those specified above. 


© 1988, 1989 Claris Corporation. All rights reserved. 
Claris Corporation 

5201 Patrick Henry, Drive, Box 58168 

Santa Clara, CA 95052-8168 


Claris is a trademark of Claris Corporation. 


AppleWorks is a registered trademark of Apple Computer, Inc., licensed to Claris 
Corporation. 


Apple, Apple IIGS, ImageWriter, and LaserWriter are registered trademarks of 
Apple Computer, Inc. 


GS/OS is a trademark of Apple Computer, Inc. 
Paintworks Plus and Paintworks Gold are trademarks of Activision, Inc. 
DeluxePaint is a registered trademark of Electronic Arts, Inc. 


Epson is a trademark of Epson, Inc. 
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How to Use This Update 


This AppleWorks® GS Update supplements the documentation for 
AppleWorks GS 1.0. You will learn about enhancements to this 
version, and you will find additional information that expands and 
clarifies the documentation for AppleWorks GS. Throughout this 
booklet, page numbers from the AppleWorks GS manuals are noted as 
a convenient way for you to learn more about that topic. 


You will probably use this booklet differently, depending on whether 
you are a new or experienced AppleWorks GS (AWGS) user. Refer to 
the table below to find out which sections are appropriate for you to 
read completely and which you should just browse through at this 


time. 
Section title New user Experienced AWGS user 
What’s New in This Release Read all Read all 
Installation Instructions Read all Make sure to read 
items marked with 
arrows (>) 
Additional Information Browse; use _ Read all 
with other 
documentation 


RN 


| How to Use This Update 1 


ee ee in Thus Release 


AppleWorks GS 1.0, version 2, incorporates the following 
enhancements: 


1 A memory test utility that you should run before using 


AppleWorks GS 


For information about using this utility, see “Testing the 
Memory on Your Memory Expansion Board” on page 6. 


A new ImageWriter print driver that improves printing speed 


An empty database file that you can use to create 1-inch mailing 


labels 


You can open this file and begin entering your data. For 
information about using this sample file, see “Using the 1-inch 
Mailing Label Database File” on page 15. 


Contains, Begins, and Ends functions that have been added to the 


database and spreadsheet 


For information about using these functions, see “Using the 
Contains, Begins, and Ends Functions” on page 22. 


Improved importation of color graphics 


For information about using color graphics, see “Importing 
Color Graphics” on page 29. 
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Installation Instructions 


Registering Your 
Ownership 


Making Backup Copies 
of Your AppleWorks GS 
Disks 


Whether you’re a new or experienced user of AppleWorks GS, you 
should follow these installation instructions. These instructions will 
occasionally ask you to read certain pages of Getting Started with 
AppleWorks GS. Come back to this booklet after you’ve read and 
followed the instructions on those pages. 


If you’re not already an AppleWorks GS registered user, take a minute 
now to complete and mail the Claris™ Registration Card. 


You'll find the registration card inside the Support Service & Registration 
pamphlet. As a registered licensee of AppleWorks GS, you will be 
notified of enhancements to this and other Claris products. 


Claris provides full technical support to official registered licensees 
who respect its license agreement. Registered licensees also receive 


Technical Solutions, the Claris technical support newsletter. 


Technical support cannot be provided, however, unless you send in the 


registration card. 


If you’re a new user of AppleWorks GS, read pages 3—6 of Getting 
Started with AppleWorks GS for an overview of the AppleWorks GS 
program and documentation. 


It’s a good idea to make backup copies of your original AppleWorks GS 
disks. To do so, follow the instructions on pages 7—10 of Getting Started 
with AppleWorks GS. The following information supplements the 
information in the last paragraph on page 10. 


After you create backup copies of your AppleWorks GS disks, you must 
rename your copies with the names of the original AppleWorks GS 


disks. 


Making Backup Copies of Your AppleWorks GS Disks 3 


Installation Instructions 


To remove the RAM disk icon: 


1. Use the Right or Left Arrow key to change the Minimum RAM 
Disk Size and the Maximum RAM Disk Size to zero. 


Check marks appear to the left of both items. 
2. Press Return to save the new settings. 


3. With Quit highlighted, press Return to exit the Control Panel 
menu. 


4. With Quit highlighted, press Return to exit the Desk Accessories 
menu. 


5. Turn the on/off switch to the off position to turn off the computer. 


6. Wait 10 seconds and then turn on the computer again. 


The RAM disk icon no longer appears on the desktop. 


Testing the Memory on > Now that you’ve copied the original AppleWorks GS disks and 
Your Memory Expansion initialized blank disks, you should test the memory in your Apple IIGS 
Board computer. Even though you may have used other programs with your 


Apple IIGs, don’t take it for granted that your board’s memory is 


completely operational. 


On the System disk you’ll find MEMORYTEST.CL, a utility that 
detects four cases in which memory doesn’t function properly. This 
utility tests for: 


1 Chips that are missing or defective 


11 Chips that have been inserted in their sockets backwards 


Chips that are the wrong speed (slower than 150 ns) 


11 Chips that are RAS before CAS (computer terminology for rows 


before columns); the Apple IIGS computer requires CAS before 


RAS, columns before rows 
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@ Warning If you are using a RAM disk, running this memory utility 
will destroy the contents of your RAM disk. Be sure to copy any 
files you wish to save to another disk before you run this utility. 


Running the Memory Test Utility 


To run the memory test utility: 


1. Place the System disk in the startup drive, turn on your monitor, 
and turn on your Apple Iles. 


2. If you are using a RAM disk, copy any files you wish to save from 
the RAM disk to another disk. 


3. Double-click MEMORYTEST.CL on the System disk. 
4. Read the instructions that appear; to continue, press Y. 
The System disk is ejected. 
MEMORYTEST.CL runs two tests on your board’s memory. The first 
test takes approximately 30 seconds. The second test takes approxi- 


mately 18 minutes. If MEMORYTEST.CL discovers no problems with 


your board’s memory, you will see this message: 


Tests successfully completed: No bad memory 
detected. 


If no memory problems are found, insert the System disk and press any 
key to restart your system. 


You may want to test the memory for an extended length of time, for 

example, overnight. Once the test is running, you can press the R key 
to repeat the test continuously until you cancel it (see “Canceling the 
Memory Test Utility” below). 


Testing the Memory on Your Memory Expansion Board 


Installation Instructions 
If MEMORYTEST.CL discovers cases in which memory does not 
function properly, you will see this message: 


Bad memory detected at number. 


where number is a hexadecimal address (the first address where bad 
memory has been detected). 


If bad memory is detected: 

1. Write down the hexadecimal number. 

2. Cancel the test by pressing (3-. and then turn off your computer. 
3. Take your Apple Ics to an authorized Apple dealer. 


@ Warning Claris strongly recommends that you not handle the 


memory board yourself. 


Make sure that your Apple dealer uses version 3.1 or later of the 
Apple II diagnostics disk to test the memory on your expansion 


board. 


Canceling the Memory Test Utility 


To cancel the test while it is running: 
1. Press G-. 


That is, press and hold down the G key and then press the period 
key. 


2. Insert the System disk. 
3. Press any key. 


The program will automatically restart your system. 


Now you're ready to start AppleWorks GS. 
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Installing AppleWorks GS 
on a Hard Disk 


If you are installing AppleWorks GS on a hard disk, follow the 
instructions on pages 15—16 of Getting Started with AppleWorks GS. 
Once you’ve installed AppleWorks GS, double-click the 
AppleWorks GS icon to start the program. 


> Experienced AWGS Users Only 


If you’re an experienced AppleWorks GS user using a hard disk, you 
don’t have to use the Installer program as described in Getting Started 
with AppleWorks GS. 


You can copy the items from the Program and System disks to your 
hard disk. The files you want to copy include: 


The AppleWorks GS Program file (AWGS.PROGRAM) 


O The MAIL.SAMPLE file from the Program disk 


1) The PALETTES folder from the System disk 


The IMAGEWRITER.CL driver file (located in the DRIVERS 
folder in the System Folder) from the System disk 


The MEMORYTEST.CL file from the System disk 


@ Important If you’re using an ImageWriter printer, be sure to copy 
the IMAGEWRITER.CL driver file on the new System disk to the 
DRIVERS folder in your System Folder. Unless you place this new 
file in your DRIVERS folder, you will not see the print speed 
improvements incorporated in this release. 


When you copy the AWGS.PROGRAM or the IMAGEWRITER. CL 


file, a dialog box appears stating that the file already exists. Click 
“Replace this item.” 


Installing AppleWorks GS on a Hard Disk 


Installation Instructions 


Once you've copied the files, restart the computer by pressing 
Control-G-Reset or by turning the computer off, waiting 10 seconds, 
and turning it back on. 


Starting AppleWorks GS To start AppleWorks GS, follow the instructions on page 11 of Getting 
Started with AppleWorks GS. 


If you are using a single disk drive, follow the instructions on page 14 
of Getting Started with AppleWorks GS. 
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Additional Information 


This section describes new features added to AppleWorks GS 1.0, 
version 2. It also modifies some of the information in your 
AppleWorks GS documentation. 


This section follows the structure and order of the AppleWorks GS 
User’s Guide and AppleWorks GS Reference. The topics appear as 
follows: 


General AppleWorks GS information, including printing 


Word processing 


Database 


Spreadsheet 


Graphics 


Page layout 


Communications 


New users should browse through this information before reading the 
AppleWorks GS documentation and before using AppleWorks GS. If 
you find a topic that interests you, we recommend that you read the 
description of that topic in the user’s guide or reference manual before 
you read the information in this booklet. Come back to this informa- 
tion once you understand the concept. 


Experienced AppleWorks GS users should read all of this information 
to understand the new features and how to use them. In addition, some 
sections of the original documentation have been expanded and 
clarified. 
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This section provides information that you may find helpful whenever 
you use AppleWorks GS. 


Printing Your Documents 


AppleWorks GS offers three printing modes: Draft, Better Color, and 
Better Text. This section explains the different printing modes and 
their uses. 


Draft mode prints a document quickly but at a lower quality. Use Draft 
mode when you want to print a document quickly and review the 
content, not the format, of your work. For best results when printing in 
Draft mode, use a 12-point font. 


Better Color prints a document with the correct fonts and formats. You 
can use Better Color to print your black-and-white documents too. In 
fact, you'll probably find that the quality of the Better Color mode is 
acceptable for most jobs. The Better Color mode prints twice as fast as 
the Better Text mode. 


Better Text is the highest quality print option. If you require high- 
quality output, use Better Text to print your final copy. 


For more information about printing your documents, see pages 14-17 


of the AppleWorks GS User’s Guide. 


Canceling Printing 


You can cancel printing at any time. To cancel printing: 
m Press (-. 


That is, press and hold down the @ key and then press the period 
key. 
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Using Non-Apple Printers 
AppleWorks GS supports the following Apple printers: 


ImageWriter 


11 ImageWriter LQ (9-pin mode) 


1) LaserWriter 


AppleWorks GS operates under System software (GS/OS) produced 
and provided to Claris by Apple Computer, Inc. In addition to drivers 
for the printers mentioned above, GS/OS contains an Epson printer 


driver. This driver supports some (but not all) combinations of Epson 
printers and parallel interface cards. To see whether your Epson printer 
and interface card work with this driver (and with AppleWorks GS), 


select the Epson driver and print a test document. 


Using the Hot-Copy Feature 


The following information supplements the information on page 35 of 


the AppleWorks GS User’s Guide. 


As an alternative to using the Copy and Paste commands in the menu 
bar, you can use the hot-copy feature to quickly copy text or graphics 
within a window or between windows, even between AppleWorks GS 
modules. For example, use the hot-copy feature to paste a graphic into 
a page layout document. 


To use the hot-copy feature: 

1. Make sure both windows are displayed on the desktop. 

2. Activate the window containing the information you wish to copy. 
3. Select the text or graphic you want to copy. 


4. Press and hold down the Control key and drag the text or graphic to 
the other window. 


As you drag, the pointer changes to a bolt of lightning. 


AppleWorks GS General Information 13 


Additional Information 


14 


5. Release the mouse button to paste the information in the new 
window. 


You can also use the hot-copy technique to copy and paste information 
within a single window. 


To learn more about using the Copy and Paste commands, see “Using 


the Clipboard” on pages 26-27 of the AppleWorks GS User’s Guide. 


Using Other Software 


Many software vendors use modified versions of system software that 
are incompatible with the Apple standard version found on your 
AppleWorks GS System disk. If you’ve been using other software 
applications and AppleWorks GS does not seem to be working 
properly, you should start up your system from the AppleWorks GS 
System disk, as follows: 


1. Quit the application and turn off your computer. 
2. Insert the AppleWorks GS System disk in the startup drive. 


If you are using a hard disk with System software (GS/OS) installed 
on the hard disk, quit the application and restart your system. 


3. Turn on your computer. 


4. Start the AppleWorks GS program as you usually do. 


Identifying the Beach Ball Cursor 


Sometimes you'll see a revolving, colored cursor called the “beach ball” 
cursor. The beach ball cursor lets you know that AppleWorks GS is 
performing an operation. For example, you'll see this beach ball when 
you are importing a large AppleWorks file. The beach ball remains on 
the screen until AppleWorks GS has finished importing the file. 
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Word Processing 


Database 


Setting Top and Bottom Margins 


This information supplements the documentation on creating headers 


and footers on pages 78—83 of the AppleWorks GS User’s Guide. 


When you create a new document, AppleWorks GS has no top or 
bottom margins. You create top and bottom margins separately in their 
own windows. To create top and bottom margins, you insert blank 
lines in the headers and footers of the document, as follows: 


1. Choose View Header or View Footer from the Document menu. 
2. Press Return to insert a blank line. 


Continue pressing Return until you have the number of blank lines 
you want. 


3. Choose Normal View from the Document menu. 


You now have a top or bottom margin specified by the number of 
blank lines in the header or footer. Repeat steps 1 through 3 until you 
are satisfied with the margins. 


Using the 1-inch Mailing Label Database File 


On the Program disk, you'll find a database file, called 
MAIL.SAMPLE, that you can use to create a 1-inch mailing label. For 
general information on producing mailing labels, see pages 148-150 of 


the AppleWorks GS User’s Guide. 


If you want to create your own database and then create a template for 
mailing labels, perhaps a 2-inch mailing label, see “Creating and Using 
Templates” later in this booklet. 


To use the MAIL.SAMPLE database file to create a mail database: 


1. Start the AppleWorks GS program and open the MAIL.SAMPLE file. 


The definition screen shows you how the information is arranged 
on the label. 
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2. Choose Show List from the Template menu. 


3. Choose Display Marked Fields from the Organize menu so that it has 
a check mark next to it. 


The fields for FirstName and LastName appear. . 


4. Click the FirstName field in the first row and begin typing the 
information for your mailing labels, pressing the Tab key to move to 
the next field. 


Notice that FullName is automatically created for you as you enter 
FirstName and LastName. For information about how the FullName 
field is created, see “Using the Concat Function to Combine 
Information” later in this booklet. 


5. Press Return to move to the cell for the first entry in the next record. 


6. When you're finished entering information, choose Save As from the 
File menu. 


Remember to use Save As instead of Save so that the original 
sample file can be used again to create another mail database. 


7. Choose Display Marked Fields from the Organize menu to deselect 
this menu item. 


The FirstName and LastName fields disappear from the mailing 
label. 


For information on printing your mailing labels, see “Printing Mailing 
Labels,” next. 


16 "AppleWorks GS Update 


Printing Mailing Labels 


In general, follow the instructions on page 151 of the AppleWorks GS 
User’s Guide to print mailing labels. If you’re using an Image Writer 
printer, however, follow the instructions below. The procedure for 
printing mailing labels from the AppleWorks GS database to the 
Image Writer printer is different from the instructions described on 
page 151. 


To print mailing labels on the ImageWriter: 
1. Choose the Choose Printer command from the File menu. 
2. Select IMAGEWRITER.CL from the printer list. 


3a.lf your printer cable is connected to the Apple Ilcs printer port, 
select PRINTER as the printer port. 


3b.If your printer cable is connected to the Apple llcs modem port, 
select MODEM as the printer port. 


4. Click OK. 

5. Choose Page Setup from the File menu. 

6. Select US Letter, Condensed, and No Gaps Between Pages. 
7. Click OK. 


8. Choose Show Definition from the Template menu to enter the 
definition screen. 


9. Set the header to 0 inches by dragging the header tag, represented 
by the letter H, to the top of the screen (the 0-inch marker on the 
ruler). 


10. Set the footer to 0 inches by dragging the footer tag, represented by 
the letter F, to the 11-inch marker on the ruler. 


11. Arrange the fields in the desired order. 
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12. Set the body to the length of your mailing label by dragging the body 
tag, represented by the letter B, to the appropriate ruler setting. 


For example, if the label is 2 inches in height, drag the body tag to 
the 2-inch marker on the ruler. To locate the body tag, click the 
scroll box down arrow at the lower-right corner of the screen. 


13. Click the Form box at the lower-left corner of the screen to go to the 
Form view. 


Otherwise, you will print the form definition screen, not the labels. 
14. Choose Display Preferences from the Template menu. 
15. Select “Multiple records per form page” and click OK. 
16. Choose Print from the File menu. 
17.Select Better Text and 1 copy, and then click OK. 


Printing labels with Better Text selected uses the full graphics capabili- 
ties of AppleWorks GS. However, it will take longer to print labels in 
Better Text than in Better Color mode. 


Using the Concat Function to Combine Information 


The information in this section expands on the information about the 
Concat function on pages 246 and 253 of the AppleWorks GS 
Reference. 


You can use the Concat function in a new field to combine informa- 
tion from one or more existing text fields. For example, you may want 
to create a field containing a full name when you already have fields 
containing first and last names. 


To use the Concat function: 
1. Add a text field to the form. 


See pages 100-101 of the AppleWorks GS User’s Guide for more 


information about adding a field. 


AppleWorks GS Update 


2. Enter the name of the field in the Select Field Type dialog box and 
click OK. 


3. With the field selected, choose Field Formula from the Edit menu. 


4. In the dialog box that appears, enter the following formula 
(assuming your existing fields are called FirstName and LastName): 


Concat ([FirstName],” ”, [LastName] ) 


Note that we’ve inserted a space between the double quotes to 
separate the first name from the last name. If you omitted the space 
between the double quotes, the names would run together. 


For more information on modifying and entering formulas, see pages 


112-113 of the AppleWorks GS User’s Guide. 


Creating and Using Templates 


The information in this section expands on the information about 
creating templates on pages 140-141 of the AppleWorks GS User’s 
Guide. 


You can create your own database templates when you want to use the 


data in a database for more than one purpose. 


For example, suppose you are creating a subscriber list for a magazine. 


Your database probably contains some of the following fields: 


LastName 
FirstName 
Middlelnitial 
Address 

City 

State 

Zip 

AreaCode 
PhoneNumber 
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When the data entry format looks the way you want, you save the 
database. (You've probably been saving all along; with this final save, 
your database format is complete.) When you save the database, 
AppleWorks GS saves not only the data but also the format (including 
label fields, discussed later in this booklet, and computed fields) and 
any report format you may have specified. 


Now suppose you want to use the information in your database 
document to create mailing labels. You can alter the format to create 
mailing labels and save the new format as a template. 


You probably want to arrange the fields on the mailing label in a way 
different from the way you arranged the fields for data entry; you may 
not use some fields at all. In particular, you might want to arrange the 
fields this way: 


FirstName LastName 
Address 
City, State Zip 


You can set up a template to arrange the fields, as shown above. To 
create a template for a database: 
1. Create and save a new database or open an existing database. 
2. Modify the form and/or report format as desired. 

In our example, you would create the form for a mailing label. 


3. Choose Save Template from the Template menu to save your 
template. 


Give this template an appropriate name to differentiate it from 
other templates you may create. 


@ Warning Do not choose Save from the File menu. If you were to do 
so, you would overwrite the original data entry format with the 
mailing label format. The original format would be lost. 
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When you want to use your template: 
1. Open your database document to display the database. 


2. Choose Open Template from the Template menu to open the 
template. 


@ Important If you later change or delete any of the fields used in your 
template in the database document, you will not be able to open the 
template. You must create a new template using the modified 
database. 


You can use a template with a database document as long as all the 
fields in the template are already present in the existing database 
document. Template and database fields must have the same field 
names and must be defined as the same field types. If some fields 

in the database document are not present in the template, 
AppleWorks GS marks the fields and turns off their display. 


Sorting information is stored with the database, not with the 
template. This means that you can’t specify a different sort order in 
a template than the one you specified in the database document. 


Using Label Fields 


This information supplements the information about setting up label 


fields on pages 114-115 of the AppleWorks GS User’s Guide. 


When creating a form, use label fields to identify the fields for the user 
of the form as well as to add titles and other information to the form. 
For example, in a form requiring the entry of a first and last name, you 
might want to place the labels “First Name” and “Last Name” to the 
left of (or above or below) the data entry fields, as shown on the next 
page. 


You can also use label fields to add titles to your form. For example, in 


the form on the next page, “EMPLOYEE INFORMATION” is a label 
field (without a data entry field). 
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EMPLOYEE INFORMATION 


Last None 
Starting Salary 
Sales Region 


: First Nome 
Label fields 


7 A 


Starting Date 


Data entry fields 


Using the Contains, Begins, and Ends Functions 


The Contains, Begins, and Ends functions have been added to the 
database and spreadsheet. These functions are not case sensitive. 


The syntax for these functions is as follows: 


Contains (searchtext, text) 
Begins (searchtext, text) 


Ends (searchtext, text) 


where searchtext is the string for which you are searching and text is the 
string in which searchtext is to be found. 


You can use these functions, for example, to match records in the 
database. Use the Contains function when you want to find all the 
records that contain certain letters or numbers somewhere within the 
record. For example, to find all the records that contain the letters son 
in the LastName field, you would enter the formula: 


Contains(”son”, [LastName] ) 


In this example, the following last names would be selected from your 


database: Johnson, Sonnichsen, and Cassondra. 
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Use the Begins function when you want to find all the records that 
begin with specific letters or numbers. For example, to find all records 
that begin with the letters son in the LastName field, you would enter 
the formula: 


Begins (”son”, [LastName] ) 


In this example, the name Sonnichsen would be selected from your 
database. 


Use the Ends function when you want to find all the records that end 
with specific letters or numbers. For example, to find all records that 
end with the letters son in the LastName field, you would enter the 


formula: 


Ends(”son”, [LastName] ) 


In this example, the name Johnson would be selected from your 
database. 


Scrolling from the Keyboard 


You can scroll through the database from the keyboard one entry at a 


time or in larger increments. 


To scroll one entry at a time: 
1. Select a field in the form or list. 


2. Press the Up Arrow or Down Arrow key. 


To scroll from the keyboard in larger increments using the G key: 
1. Select a field in the form or list. 


2. Press (3-Up Arrow or (3-Down Arrow. 
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Viewing the Form from a Highlighted List Record 


When you highlight a record in the List and then show the Form, you 
are not necessarily returned to that record in the form. Instead, you are 
returned to the record that you were last viewing in form mode. You 
can scroll to other records in a database by using the scroll bar at the 
right of the document window or by using the keyboard (see “Scrolling 
from the Keyboard” in the previous section). 


Using the And and Or Functions to Match Records 
The sidebar on page 132 of the AppleWorks GS User’s Guide is 


incorrect. It should read 
And ([City]=”Houston”, [Order]>”7/1/88”) 


In general, use the And function when you want to define criteria in 
which all of several conditions are true. Use the Or function when you 
want to define criteria in which one of several conditions is true. 


For example, suppose you have the following database entries and you 
want to find all the entries of those with the last name of Jones who 
reside in California (that is, all the records for those whose last name is 
Jones and whose state is CA): 


LastName FirstName State 


Smith Jim (Gye 
Jones Carla MN 
Jones Fred VT 
Smith Jack MA 
Jones Lily CA 
Jones Grace IL 


Use the And function as follows: 
And ([LastName]=”Jones”, [State]=”CA”) 


Lily Jones from California is highlighted; Lily Jones is the only Jones in 
your database who also resides in California. 
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On the other hand, if you want to find all the Joneses as well as all the 
records from California (that is, all the records of those whose last 
name is Jones or whose state is CA), use the Or function as follows: 


Or ([LastName]="Jones”, [State] =”CA”) 


All the entries except Jack Smith from Massachusetts are highlighted. 
All the records in your database except that of Jack Smith meet the 
conditions of last name equal to Jones or state equal to California. 


Importing AppleWorks Database Files 


The following information supplements the information on page 350 


of the AppleWorks GS User’s Guide. 


When converting AppleWorks database files to AppleWorks GS files, 
any fields that are “hidden” in the original file will not be transferred 
to AppleWorks GS. If the message “You will lose information in the 
deleted categories” appears when importing an AppleWorks database 


file, then the AppleWorks file has hidden fields. 


To transfer the complete AppleWorks database (including hidden 
fields): 


1. Open your database file in AppleWorks. 
2. Enter the List View and press (5-L for Layout. 
3. Press G-I. 


That is, press and hold down the G key and then press the I key. 
A list of the hidden fields appears. 


To reinsert a hidden field: 


1. Highlight the field name (using the Up Arrow or Down Arrow key). 
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2. Press Return. 
Do this for each hidden field. 
Continue this process until no fields are displayed when you press 


G-I. You are now ready to import the complete AppleWorks database 
file into AppleWorks GS. 


Selecting a Range of Cells 


This section supplements the information about selecting cells on 
pages 174-175 of the AppleWorks GS User’s Guide. 


To select a large range of cells quickly, select the cell at the top of the 
range and then Shift-click the cell at the bottom of the range. 
For example, to select the range Al..A100: 
1. Select cell A1. 
2. Scroll through your spreadsheet until cell A100 is visible. 
3. Holding down the Shift key, click cell A100. 
The range Al..A100 is highlighted. 


Using the Fill Command 


When you copy the contents (values, labels, formats, and functions) of 
a cell or a range of cells down a column or across a row, it’s best to use 


the Fill command. 


For example, to replicate the formula in cell A3 to cells A4..A50, you 


use the Fill command as follows: 


1. Select the range A3..A50. 


AppleWorks GS will use the contents in the top cell, A3, to fill the 


range. 
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To learn how to select a large range of cells quickly, see “Selecting a 
Range of Cells” in the previous section. 


2. Choose Fill from the Edit menu. 


The Fill dialog box appears. 
3. To fill the cells down, click Down. 
4. Click OK. 
The contents of cell A3 are copied to cells A4..A50. 


For more information about using the Fill command, see pages 


190-191 of the AppleWorks GS User’s Guide. 


Creating a Chart with Spreadsheet Data 


The information in this section supplements the information on pages 


192-197 of the AppleWorks GS User’s Guide. 


When you create a chart from the spreadsheet using New Chart in the 
Data menu, the chart is displayed as an AppleWorks GS graphics 
document, where you can edit and print it as you would any other 
graphics document. 


You may notice that such charts (other than pie charts) do not contain 
labels (tick marks or values) for the intervals along the horizontal and 
vertical axes. If you wish, you can easily add tick marks and values 
using the graphics tools. 


For information about using the graphics tools, see chapter 5, 


“Graphics,” of the AppleWorks GS User’s Guide. 


Using the Term Function 


On pages 245 and 271 of the AppleWorks GS Reference, the description 
of the Term function is incorrect. 
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Term returns the number of periods required for a periodic investment 
to grow to a specific amount. 


The syntax for Term is: 
Term(payment, rate, fv) 


where payment is the amount invested each period, rate is the percent 
return of the investment, and fv is the future value of the investment. 
You can enter rate as a percent value (such as 10%) or as a decimal 
value (such as 0.10). 


For example, if you invest $1,000 each year at 8% annual interest, the 
formula: 


Term(1000, 8%, 50000) 


returns the number of years required for your investment to grow to 


$50,000. 


Using the PMT Function 


On page 265 of the AppleWorks GS Reference, the example shown for 
the PMT function is incorrect. 


The syntax for PMT is: 
PMT (pv, rate, term) 


where pv is the present value or principal amount of the loan, rate is 
the interest rate of the loan per period, and term is the number of 
periods that make up the term of the loan. 


For example, to calculate the monthly payment for a $10,000 loan at 
10.5% per year for 240 months, enter the following expression: 


PMI (LO000, UO, ba/l2;, 24.0) 
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In this example, you divide 10.5% by 12 because the term is in 
months; therefore, the interest must be the monthly rate (10.5%/12) 
rather than the yearly rate (10.5%). 


Importing Color Graphics 


Most graphics programs for the Apple IIGS use the 320x200 Super 
High-Resolution graphics mode, which has 16 available colors out of a 
possible 4096. In contrast, AppleWorks GS uses the 640x200 Super 
High-Resolution graphics mode. This mode, while providing greater 
overall resolution, offers only 4 available colors at a time. These 4 
colors, however, can be made to simulate 16 colors by a process known 
as dithering (for more information on dithering, see pages 23-27 of the 


AppleWorks GS Reference). 


Although it’s always possible to use 320x200-mode graphics to 
duplicate any color produced by 640x200-mode graphics, the reverse is 
not true. As a result, graphics created in many Apple IIGS paint and 
draw programs tend to undergo shifts in color when imported into an 
AppleWorks GS document. 


640-Mode Graphics 
With this release of AppleWorks GS, you can open or import, with the 
correct colors, 640-mode Apple Preferred Format (APF) graphics and 


screen dumps. 


When you open one of these documents, the new document 
automatically has the correct colors. 


When you import a 640-mode graphic, a dialog box appears that asks 
“Change the colors to match the picture?” 


Click Yes to import the color palette along with the graphic. 


¢@ Warning Importing this palette will change the color for all other 
graphics in your document. You cannot undo this color change. 
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Click No to keep your document’s current color palette. Your imported 
graphic takes on the colors of your document’s palette. 


320-Mode Graphics 

All other graphic file formats imported into an AppleWorks GS 
document use the document's current color palette rather than the 
color palette of the paint or draw program in which they were created. 


To avoid unwanted color shifts in imported graphics, use the 
PALETTES folder in the System disk that comes with 

AppleWorks GS 1.0, version 2. This folder contains blank document 
files for several popular Apple IIGS graphics programs; each file 
contains a color palette that prevents your color graphics from under- 
going shifts in color. The following table lists the available palette files 
in the PALETTES folder and the Apple IIGS graphics programs for 
which they are intended: 


Palette files Paint program 

DLXPNT.PALETTE DeluxePaint II (320 mode) 

PWORKS.PALETTE Paintworks Plus 
Paintworks Gold 


TOPDRAW.PALETTE TopDraw 


To use these palette files to create color-compatible graphics for 


AppleWorks GS: 


1. Using an Apple Ils graphics program, open the corresponding 
palette file in the PALETTES folder. 


2. Create the graphic in the palette file. 


Do not attempt to edit the colors. 
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3. Save the completed graphic under a different name. 


If you’re using TopDraw, be sure to save the graphic using the PICT 
format. By saving the graphic under a different name, you can 
preserve the blank palette file for future use. 


4. Import the graphic into AppleWorks GS using the Import File 
command in the File menu. 


Placing Text Around a Graphic 


The following information supplements chapter 6, “Page Layout,” of 
the AppleWorks GS User’s Guide. 


To place text around a graphic, you need to create a series of linked 
text objects of the desired size. For information about linking text 
objects, see page 259 of the AppleWorks GS User’s Guide. 


For example, in the newsletter shown below, we’ve set up the first 
column of the soccer article and placed text around the graphic in the 


second column. 


@ File Edit Options Arrange Text Font Size Style Color Window 


again. The team has been playing so well this) jas 
year that were pretty confident well take the 
finals.” The Spartans have been plagued by 
minor injuries all season, according to the coach, 


but they have managed to} 
pull together anyway. Mo 
notable of the 
roach said of this year’s team, for star forward Jane Smith. “With: 
Opeful that we can pull through} jJane out, we weren't sure we'd be able to have: RRS 


Pe : EaPuite) RE eee eS] 


rebep Area Tourney. 


by John Q. Public 

Cir team, after winning all local 
|© bray in the Area Finals next week 
7, fn Tampa. 


lbroken ankle 
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Follow the steps below to learn how we placed text around the soccer 


ball: 


1. Create a linked text object at the top of the second column by 
clicking the link tag at the bottom of the text object in the first 
column. 


The pointer changes to an icon representing a text object. 
2. Drag to create the linked text object. 


The link tag at the bottom of the first text object and the top of the 
new object change to a plus sign (+) to indicate that they are 
linked. You can create as many linked text objects as necessary. 


@ File Edit Options Arrange Text Font Size Style Color Window 


rApecer Team Hopes). pa 
a 


year tat we're pretty confident we'll take the 
gai Ar ea = finals” The Spartans have been plagued by 


| [Minor injuries all season, according to the coach, 


3. Create another linked text object next to the soccer ball, as shown 
on the next page. 
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@ File Edit Options Arrange Text Font Size Style Color Window 
SSS oceersl ( PL) 
again, The team has been Playing so well this 
year that we're pretty confident well take the 
finals.” The Spartans have been plagued by 
Minor injuries al Seaso, according Wo to the (oact 


Tot they ave marae to 
pull together anyway. Most 
Oh Tae, ible othe iar asa 
oe said of this year’s team, ; 
il that we can pull through} 


4. Create another linked text object under the soccer ball. 


You can adjust the depth of this last text object to fit the length of 
the article or the length of the column. Continue creating text 
objects to complete the layout of the newsletter. 


Cropping Graphics 


The information in this section expands on the information in the last 
paragraph on page 184 of AppleWorks GS Reference. 


You can crop graphics in a page layout document. Cropping a picture 
means that you cut off or trim some portion of the graphic. 


To crop a graphic: 
1. In the page layout document, select the graphic. 


2. Press and hold down the Option key and drag a handle until only the 
portion of the graphic you wish to keep is within the crop outline. 


When you release the mouse button, all portions of the graphic 
outside the outline no longer appear. 
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3. Repeat step 2, dragging other handles as necessary, until your 
picture is cropped as you want it. 


Identifying the Type of Modem You Are Using 


The illustration on page 308 of the AppleWorks GS User’s Guide is 
incorrect. The three choices from which you can select an external 
modem include External 300, External 1200, and External 2400, as 
shown below. 


Hardware Parameters: 


Modem Serial device 
External 300 i 
External 1200 65 modem port 
External 2400 i Super serial card 

Hy 


@ External modem Initialization 


© Internal modem ATEIVIQ0 


©) No modem 


Setting Up a Phone List 


The following information supplements the information about setting 
up a phone list on pages 312—313 of the AppleWorks GS User’s Guide. 


The numbers in a phone list are saved with a communications 
document. After setting up a phone list in a communications 
document, you must save the document by choosing Save from the 
File menu. When you want to use the phone numbers in that list 


again, open the saved communications document. 
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